Adding a New Staff Member for SUD Provider Network

This guidance specifies each individual step required to successfully add a SUD provider into
your agencies staff module.
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Adding a New Staff Member for SUD Provider Network

Adding a Staff: Initial Requirements wirs 1dano-WITS Training —

~

User: Linder, Carissa, WA + | Location: D Williams Agency, Williams Treatment #
1. Getting here: Login, click Agency and click Staff —— ——

Agency Contacis

Members on the Navigation Pane (left menu).

Domain

~ Agency

» Agency Profile Agency List Add New Agency Record

Aliases T o A
Coniacls A Managed Service Confractor A Mansged Servi
MU Query
Auth Period Testing Auth Period Tes
» Governance
» Relationships & Thgenaviora Health Crisis Center BHCC
Announcements & BPA Heslth Agency name changed from Business Psychology Associates to BPA Health sffective 10-30-15. GLH
» Referrals
& 0 iiams Agency D Williams Agen
Removed Consents
Wait List £ | Department of Health & Welfare State DHW
CEEEd et | DHW Chid Weffore Child Welfare
GPRA Discharge Due
& Driwcontiactor DHW Contractor | DHW TEST CONTRACTOR agency for SUD
GPRA Follow-up Due
Facility List & DonotUss Norther idaho
Staff Members & daho Depariment of Correction IDoc
» Tx Team Groups
_ & IdahoDept of Juveniee Comections IDJC
» Drug Screening

Logout

2. Search for an existing record by entering the first wis 1daho-WITS Training

3 Ietters of the Iast name fOI Iowed bv an * |f t h e User: Linder, Carissa, WA = | Location: D Williams Agency, Willams Treatment & @ Snapshot
. M;U Q Staff Member Search

system does not return a match, click Create New =

Search | © Create New Staff Member l
Staff Member.

Search... Search
STE (ETAED . 2 | Next Select Columns | |1~ Select View *
First Name Last Name Agency Email Identifier

& Hattie Maltese D Williams Agency hmaltese@inthcc.com HMaltese1231

rd Number11 Clinician D Williams Agency hawkinsc@ahw.idaho.gov clin11

& Agency Admin16 D Williams Agency williamsd@dhw.idaho.gov agencyadmin1

& Ascent BH D Williams Agency richascentbhs@hotmail.com ABHclinician4

P Clinician D Williams Agency hawkinsc@dhw.idaho.gov clin5

& Dennis Williams D Williams Agenc: williamsd@dhw.idaho gov willed




3. Complete: First Name, Last Name and Gender.

NOTE: Required fields are notated by a red line at
the end of the data entry field.

4. Click Create.

5. Click Add Email Address under the Completion
Requirements.

wis 1daho-WITS Training

MENU

User: Linder, Carissa, WA « | Locatien: D Williams Agency, Williams Treatment #

Create New Staff Member

Prefix:

First:

Training

Preferred:

Middle:

Last:

Provider

Suffix

Gender:

Male

Logout

@ Back to Search & Staff Member Workspace D v DONE EDITING

Profile »

Profile Completion Requirements

4 Add Email Address (+]

= Add Staff Member Type E
, oo o]

Additional items

Provider, Training
Male

LY

Define Employment Profile
Manage Accounis and Roles
Add Facility Assignment

Add Access Category

Add Professional Qualification
Add Email

Add Phone Number

Add Address

Add Identifier




6. Enter the Staff Email Address, click the Primary

checkbox, and click Save.

7. Click Add Staff Member Type under the
Completion Requirements.

<]

Save

Email Address:

trainingprovider@provider.com

W Primary

Cancel

Additi

User: Linder, Carissa, WA + ‘ Location: D Williams Agency, Williams Treatment &

@ Back to Search

Profile
Contact Information »

Preferr:

& Staff Member Workspace 9

Provider, Training
Male
Date of Birth:

r'd

Contact Information

ed Method Of Contact

trainingprovider@provider.com  Primary

© Add

No Items.

© Add

No Items

@ Snapshot

« DONE EDITING

Completion Requirements

== Add Staff Member Type

== Add Employment Start Date

% %

Additional items

Define Employment Profile
Manage Accounts and Roles
Add Facility Assignment
4 Add Access Category
Add Professional Qualification
Add Email
Add Phone Number
Add Address
Add Identifier
Add Language
Add Checklist Item
Add Relationship




8. Select the Staff Member Type.

9. Enter the Employment Date Range.

NOTE: When creating a new Staff Record, do not
indicate the staff member has an Employment
End Date.

10. Click Save.

Creating the User ID

11. Click Manage Accounts and Roles from the
Additional Items Menu.

Job Title:

Select

Staff Member Type

Agency Clinical Staff

Employment Type:

Select

Employment Date Range:

m o

date
Full Time Equivalent
Select

Taxonomy Type:

Select

Taxonomy Classification:

Select

Taxonomy Specialization:

Select

Save Cancel

A Completion Requirg

fditional items

| User: Linder, Carissa, WA ~ ‘ Locaticn: D Williams Agency, Williams Treatment &

@ Back to Search

Profile »

Profile
Provider, Training
Male
Date of Birth:
&
Employment Profile
Job Title Staff Member Type

Agency Clinical Staff

Full Time Equivalent:

& Staff Member Workspace 9

@ Snapshot

+ DONE EDITING

" Additional items

Define Employment Profile

# | Manage Accounts and Roles I
A 'Add Facility Assignment
Add Access Category

Add Professional Qualification

Add Email

Add Phone Number

Add Address
Employment Date g Add Identifier
Rangs Add Language
02/01/2016 -

Add Checklist Item
Add Relationship
Add Training

Add Nate




12. Enter the Staff User Id and click Create Account.

Adding Permissions

13. Click Manage Roles under the User Account.

User ID:

Provider b4

Create Account BeE((«:]]

= trainingprovid

A Additional itg

br: Linder, Carissa, WA + ‘ Location: D Williams Agency, Williams Treatment &

O Back to Search & Staff Member Workspace D

| axonomy

Re
© Add

onships:

pct Information »
User Account

User D Provider

System Roles:

Contact Information
Preferred Method Of Contact

trainingprovider@provider.com  Primary

9 _Add

+ DONE EDITING

”~  Additional items

© Manage roles

Define Employment Profilf
Manage Accounts and R
Add Facility Assignment
Add Access Category
Add Professional Qualific
Add Email

Add Phone Number
Add Address

Add Identifier

Add Language

Add Checklist ltem
Add Relationship
Add Training

Add Note

Add Domain




Note: Review the Assigning Staff Roles
documentation on WITS.ldaho.gov under the WITS
Forms tab before assigning roles for a staff member.

14. CIicko to Add a Permission from the available
roles to the assigned roles box

OR

click e

Roles.

to Remove Permissions from Assigned

NOTE: Click View included roles to view all included

15. Click  am Done when all permissions have
been added to Staff Profile.

Adding a Facility

16. Click Add Facility Assignment from the Addi-
tional items menu.

Agency Roles

@ Show description

& Provider, Training

Available Roles Assigned Roles

Search Search

Activate/Deactivate System Task

Admission (Full Access) Task Group
Accounts ()

Full access to all options under Client List/Activity — View included roles E

Can activate/deactivate System Accounts. View included roles List/Admission.

Admission (Read-Only)

Read-Only access to all options under Client
List/Activity List/Admission

Task Group o

Assessments (Full Access) Task Group °
View included roles

Full access to all options under Client List/Activity  View included roles
List/Assessments.
Authorization (Full Access)

Full access to Authorization (Voucher) on Client
List/Activity List/Authorization (Voucher)

Agency Administrator

This role should be assigned to the person in
charge of updating an Agency record (Agency
Profile, Conta ance, Announcements,
Tx Team Gr .). This role gives access to
all sub-menus under the Agency List, as well as
Group Notes and the Reports section.

Task Group

Task Group
View included roles Q

View included roles

©

Agency Billing Task Group

Full access to the Agency Billing screens under  View included roles
Agency/Billing

Agency Events (Full Access) Task Group

This role will give the user the ability to enter not ~ View included roles
client specific Events at the Agency level

Agency Events (Read-only) Task Group

This role will give the user the ability to access View included roles
Events at the Agency level in read only mode

e © © ©

Agency H835 Management Task Group V]
Allows access io the Aency HA35 Mananement  View included roles
~ .
Additional items
ployment Profile » © Add Define Employment Profile

Manage Accounts and Roles
@ = | > Add Facility Assignment |
Add Access Category
Add Professional Qualification
Add Email
Add Phone Number
Add Address
Add Identifier

User Account

Provider

© Manage roles

Admission (Full Access)
Authorization (Full Access)

Assessments (Full Access) Add Language

Add Checklist Item
Add Relationship
Add Training
Add Note

s Add Domain

Contact Information




17. Select the facilities your staff need to access.
Clicking on them in the left-hand box will move
them to the right-hand box, which denotes a
selected facility.

18. Enter the Effective Date.

NOTE: When creating a new Staff Record, do not
indicate the staff member has a End Date.

19. Click Save.

Adding Professional Qualifications

20. Click Add Professional Qualification.

21. Select the Certification.

22. Select the Type of Certification.

23. Check the box Include in Display Name.

24. Enter the Effective Date.

25. Click Save.

Facilities:

Qa

Williams Treatment Alternative Treatment Location

Effective:
02/02/2016 =] [l Has end date
Save Cancel
. No ltems
s A~ Additional items
UserID- provider Define Employment Profile

User Account »

= Admission (Full Access)

Facility Assignments

© Manage roles

Add Email

Add Phone Number
Add Address

Add Identifier

Manage Accounts and Roles
Add Facility Assignment
Add Access Category

Alternative Treatment Location 02/01/2016 - P Add Language
Program Assignments Add Checkiist Item
S

Category:
Certification

Type:
Advanced Ceriified Alcohol and Drug Counselor (ACADC)

Issuer Name:

™ Include in Display Name

Effective:

EQ oo

25

24




Adding a Relationship

26. Click Add Relationship from the Additional
Items Menu.

27. Select the Relationship to the Staff Member
(role of the staff member) and select the name
of the Related Staff Member.

28. Click Save.

Adding a Domain

29. Click Add Domain from the Additional Items
Menu.

Agency Roles

- Admission (Full Access)
- Authorization (Full Access)

fon »
Professional Qualifications

Advanced Certified Alcohol and
Drug Counselor (ACADC)

Certification

© Add

Contact Information

Preferred Method

trainingprovider@provider.com

© Add

- Assessments (Full Access)

02/09/2016 -

O—

A~ Additional items

© Manage roles
Define Employment Profile

Manage Accounts and Roles
Add Facility Assignment
Add Access Category
Add Professional Qualification
Add Email
-] Add Phone Number
Add Address
Add Identifier
Add Language
Add Checklist Iltem

Primary

[~ Add Relationship
& Add Training
Add Note
PN Add Domain

Relationship to this Staff Member:

Clinical Supervisor

- Admission (Full Access)
- Authorization (Full Access)

pfessional Qualifications

Advanced Certified Alcohol and
Drug Counselor (ACADC)

Certification

p Add

ntact Information
eferred Method Of Contact

trainingprovider@provider.com

© Add

- Assessments (Full Access)

02/09/2016 -

A Additional items

© Manage roles
< Define Employmg

Manage Account:
Add Facility Assig
Add Access Cate]
Add Professional
Add Email J

S o Add Phone Num
Add Address
Add Identifier
Add Language
Add Checklist Ite
Add Relationship

yy Add Training

Add Note

L.——* Add Domain I




30. Select ATR and click Save.

31. Click Add.

32. Select Substance Abuse and click Save.

33. Confirm the Domains of both ATR and Sub-
stance Abuse display.

Domains

ATR

[ ] &

Substance Abuse x|

B3 oo

Domains

ATR @

Substance Abuse

© Add




Logout

wir 1daho-WITS Training

30. Click Done Editing at the top of the screen.

@ Snapshot

User: Linder, Carissa, WA » ‘ Location: D Williams Agency, Wiliams Treatment

e @ Back to Search & Staff Member Workspace © B (]| 5

< A
Profile

>

Additional items

Profile »
Meyer, Squid, ACADC Define Employment Profile
Mal
N a? . Manage Accounts and Roles
P Add Facility Assignment
Add Access Category
Add Professional Qualification
Employment Profile R AR
Add Phone Number

LRI

Add Address

Add Identifier

Add Language
Add Checklist Item
Add Relationship
Add Training

Meyer, Carissa, ACADC Add Note
Add Domain

Clinical Staff

Clinical Supervisor

© Add




